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Q1INV Invoice Inaracfloiu UQWW 

Instructions for invoice payment: 

Invoice submission is only via the Office of Claims* Commercial Claims Operations fax server* toll-free 
number: 866483-343.6, unless otherwise indicated. Each invoice muse be trar»hiittcd separately. 
To constitute a proper rovQioe* the invoice must irKtude.,tbe following infbrmation and/or attached 
documentation: ( 1 ) Naihe and Address of the Contractor 
j(2) Dun and Brad Street Universal Number System (DUNS) 

(3) pater of invoice 

(4) UmqucVcndmlnYoice Number 
{5) Remittance Ccintact Information 

(6) Shipping Terms, Slip t6 Address 

(7) Payment Terms 

(fl) Total Quimtity of Jfoms 

(9) Total Invoice Amount. 

(10) Requisition Number,. Contract Numberand Order/Award Number, with modification number if applicable. 
(LI) Order line item number and information, see below hne item information mstrucdons. 

The name and DUNS of the contractor on the invoice must match the information indicated on the 
order/award for proper payment. 

IMPORTANT: For proper payment, the invoice must detail products and/or service* delivered on a line 
item basis in direct accordance with the corresponding order/aweid/cpntract Each line item must 
contain the following information: 

(1) Description of the services rendered for each hne item 

(2) Line Item Quantity 

(3) line Item Unit Price 

(4) Total Line Item Invoidbg Amount 
C5) Delivery Date 

(6) Contract Line Item Number (CLIN) 

(7) Order/Award Line Item Number if invoicing against a task or delivery order or Blanket Purchase 
Agreement (BP A) 

Please note that many task or delivery orders against Department of State ear GSA contracts or blanket 
purchase agreements may have a separate and unique line item number in addition to the umbrella 
Contract Line Item Number (CLIN). The order line item number as well as die umbrella award CLIN 
must be referenced at each Invoice hne item level hi such cases. 

All payment to domestic claims win be disbursed by electronic funds transfer EFT. Vendors who are 

registered lp the Central Contractor Registration (CCR) should verify and re-confirm their financial 

information In the database prior to invoicing, Vendors who wish to request a waiver of CCR or 

payment by check must submit their justification to their assigned contracting officer for consideration at 

least 30 days prior to billing. For vendors who are granted an EFT exception, the payment address on 

the invoice must match the remittance address in the vendor record died m the award. 

Additional cc*respoode^ice$bould be addressed to: 

Name: U S. Dq^artmcat of State 

Global Financial Services 

Attn: Office of Claims ?RM/GFS/F/C) 
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Charleston Financial Service Center 
Mailing Address: 
Post Office Box 150*08 
Charleston, SC 294 15-500$ 
Telephone Numbers: 
Voice &4>202-376I. 
Fax &4J-746-0749. 

Person to Contact: Mike Washington, Office of Claims 
Email: WashmgtonM@ftate.gov 
Pbone:MJ-2Q2-376I 

To request Payment Status on a Past Dub Invoice contact Office of Claims Customer Service 
Email: cwniriercialelaira^ #77-704-9473 Toll Free 

(End Of clause) 



G-003 The Terms and Conditions of the Prompt Payment Act 07/D2/^G07 

The terms and conditions of the Prompt Payment Act^L 97-177 as amended) endOMB Circular A-125 as 
amended, FOB destination, are applicable to fids order. The vendor should expect payment within thirty (30) 
calendar days after receipt of the vendor's invoice by the Department of State for the purposes of detenruning a 
payment due date and the date on which interest will begin to accrue, an invoice shall be deemed to be received 
on the later of (1) Jhe dale a proper invoice is actually received by the Departrrienlof State designated billing 
office, or (2) the seventh day after the date on fchich the property is actually delivered or jjerfbrmanee of the 
services is actually completed, 
(end ©£ clause) 



UNCLASSIFIED 



